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Oaklands School

Job Description
Admin Manager /PA to the Executive Head 

Grade:  SO2
Hours of work: 
36 per week – 8.30am to 4.30pm 
Contract Type: 
permanent, term time only 
Responsible to: 
Executive Head Teacher

Main purpose of the job

· The lead on school administration, developing and line managing the administrative staff team in line with school expansion.

· To provide administrative support to the Head Teacher.

· To oversee pupil attendance and work with parents to improve attendance where needed.

· To support the Governing Body.

Main responsibilities and tasks

Administration Duties

1. To provide administrative and PA support to the Head Teacher and Deputy Head Teacher.

2. To manage the Head Teacher’s diary.

3. To produce the school diary sheet weekly.

4. Administration associated with student applications to the school and processing of place offer documentation.

5. To manage school receptionists/admin staff, providing support as required.
Administrative Responsibilities

6. Monitoring of administrative workload and strategic expansion of administrative team as the school expands.

7. Oversee general data collection and production of statistical information, school census and returns.

8. Managing administrative processes and line managing the admin team.

9. Ensuring that performance data is loaded on CASPA and/or other school systems information and exporting to LA on a yearly basis.

10. Ensure that all records relating to pupils and parents are accurate, up to date and accessible.

Annual reviews and EHCPs

11. To ensure that all school administrative processes required for the annual reviews and EHCPs are in place.

12. The coordination of invitations for annual review meetings

Pupil Attendance and Welfare

13. To ensure the daily administration of absences and report concerns regarding pupil absence to school leaders and staff. To provide reports to the pupil causing concern meetings.

14. To be responsible for producing all attendance data including regular reports on attendance for analysis by the head teacher and members of the SLT.

15. Ensure that all contact with parents is prompt and effective

16. Ensuring accurate recording of and updating pupil data using SIMS.

17. Maintain standards of confidentiality and data protection.

Liaison with the Governing Body

18. To be the main point of contact for Governors, and facilitate their access to the school information and activities.

19. To proactively seek for governors to visit the school regularly.

20. To manage all processes relating to Governor committee meetings, liaising with Chairs of Committees to produce and distribute agendas, attending and taking minutes of meetings, and management of School Policy review.

21. To ensure Governor and Policy information is up to date on the school website.

22. Any other general duties as required by Head Teacher.
Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
JD – Admin & PAHT May 19 (AC)

